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OFFICE ASSISTANT  (TYPING)
CA 52 1379 21856KP

OPEN EXAMINATION FOR
OFFICE ASSISTANT

 (TYPING)(415)  565-1160
TDD (415)  703-7878

CALIFORNIA RELAY (TELEPHONE) SERVICE FOR THE DEAF OR HEARING-IMPAIRED: FROM TDD PHONES: 1-800- 735-2929  FROM VOICE PHONES: 1-800- 735-2922

SCIF IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER OFFERING EMPLOYMENT OPPORTUNITIES TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL
ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE, OR SEXUAL ORIENTATION.

IT IS AN OBJECTIVE OF THE STATE OF  CALIFORNIA TO ACHIEVE A DRUG-FREE STATE WORK PLACE. ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED
TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, THE RULES
GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST PLACED IN  PUBLIC SERVANTS.

RELEASE DATE: 02-11-05

 ONE-DAY FILE AND TEST-IN-PERSON PROCESS:  MARCH 5, 2005

LOCATION:  OXNARD

THIS IS A ONE-DAY FILE AND TEST-IN-PERSON PROCESS ONLY. APPLI-
CATIONS DELIVERED VIA U.S. POSTAL SERVICE, INTERAGENCY, OR
INTEROFFICE MAIL WILL NOT BE ACCEPTED.

If you have a disability that prevents you from filing in person, you may call
(415) 565-1160 for specific examination arrangements.

EACH APPLICANT MUST APPEAR IN PERSON on March 5, 2005
between the hours of 8:00 a.m. and 2:00 p.m. at:

     Seaside Park
10 W. Harbor Boulevard

        Ventura, CA  93001
     (map attached)

Applicants should plan to spend from three (3)  to five (5) hours to complete the
entire testing process. Children will NOT be permitted in testing areas. Child care
will NOT be provided. Please plan accordingly.

Bring your photo identification or two forms of signed identification.

NO RESCHEDULES OR MAKE-UPS WILL BE AUTHORIZED.

Upon arrival, each applicant will be admitted into a designated testing area and
issued a COMPUTERIZED STATE APPLICATION/EXAMINATION FORM. The
FORM must be completed and turned in upon exiting the testing area. Applicants
also will be required to show either a photo identification card or two forms of
signed identification upon turning in the APPLICATION/EXAMINATION FORM.

No other application form will be accepted for any reason.

SALARY RANGES
Range A  $2003       to       $2435
Range B  $2172       to       $2641

REQUIREMENTS FOR ADMITTANCE TO THE EXAMINATION
Note:  All applicants must meet the education and/or experience requirements
by March 5, 2005 , the final filing/written test date.

Either I
One year of experience in California state services performing the duties of an
Assistant Clerk.

Or II
Either equivalent to completion of the twelfth grade; or completion of a business
school curriculum; or completion of a clerical work experience training program
such as those offered through the Welfare Reform Act. (One year of clerical work
experience may be substituted for the required education.)

Special Requirements
Applicants for the Office Assistant (Typing) must be able to type at a speed of not
less than 40 words per minute from an ordinary manuscript or printed or
typewritten material. This requirement will be verified prior to a hiring interview,
or at the time of any job offer as a result of successful placement on the resulting
employment list.

THE POSITION
An Office Assistant (Typing) is the entry, trainee working level for this class.
Under close supervision as a trainee, incumbents regularly perform a limited
range of duties that become routine, and/or learn to perform a variety of full
journey level general clerical duties. Typically, typing encompasses a significant
proportion of the work time.

EXAMINATION INFORMATION
The testing period for this examination is 12 months. A person may not be
examined more than once in a testing period.

The examination will consist of a written examination weighted 100.00%. In order
to obtain a position on the eligible list, a minimum rating of 70.00% must be
attained.

WRITTEN TEST — WEIGHTED 100.00%

Scope
1. Correct usage of spelling, punctuation and grammar.
2. Vocabulary
3. Accuracy in: comparing pairs of names, comparing pairs of numbers,
    alphabetizing and numerical ordering.
4. Basic math.
5. Reading comprehension, following written directions and interpreting
    written tables.

ELIGIBLE LIST INFORMATION
An open eligible list will be established for the Oxnard location.  The list will
be  abolished 12  months  after  they  are  established unless the needs of the
service and/or conditions of the lists warrant a change in this period.

THIS LIST WILL BE USED TO FILL VACANCIES WITHIN STATE COMPEN-
SATION INSURANCE FUND ONLY. TRANSFER OF LIST ELIGIBILITY IS
RESTRICTED. You should take this examination ONLY if you wish to work for
the State Compensation Insurance Fund. No transfers of list eligibility to
another State agency WILL BE PERMITTED.

Veterans' preference credits will be added to the final score of all competitors
in this examination who qualify for, and have requested these points and who are
successful in the written test.






